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OFFICE OF THE SECRETARY OF STATE APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTlllENT AND nlSTOR' __ ~ ;______i_ I RE:OROS YNAGEMENT DIVISION 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing t h i s  #orm.',Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

- -- ~~ ..- ---i----- ~. 
.. FORAGENCYUSE L I - T r e s s  
pplication Dals Department of Education ' AppliCation Number 

, 7 -. ~1  FOR RECOROSMANAGEMENT USE 

81- ~ _ _  322. Oate Comp:eted Office of Administrative Services 

Atlanta GA 30334 
pplitation Number Regional Education Services Division oateReceived 

WR -2 2 1- MAY 2 1 1981 
~ 

~ p____ - .. -~ __ ~~~~~ 

. Person m Contact WorkiigTiile Telephone Number 

. Action Requested 

656-2446 ~ _ _ _ _ _ _ _ ~  ~~~~~ ~- Principal ~ Secretary - ~p~-~--p__I==. Mrs. -Connie H u n t  

a. '' C4 Establish Retention Schedule; record will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

One: 0 Change; 0 Supercede; 0 Void 
5. Records Series Title (follomd by title used in office; if different) 

~~. Memo  files.^ , ~~ 

-. 
1979~ 

The Regional Education Services Division i s  responsible fo r  providing l ia i son  services 
between'the S ta te  Department of Education ,and the 187 local school systems and 16 CESAs 
(Cooperative Education Service. Agencies). 
dealing w i t h  S ta te  Board of Education pol ic ies  and Sta te  laws; administers state school 
itandards t h r o u g h  cn-s i te  appraisal of standards applications;  a s s i s t s  local school system 
in the development of local f a c i l i t y  plans; conducts pupil-teacher r a t i o  and attendance 
audits;  provides l ia i son  services t o  accrediting agencies and pr incipals '  organizations; 
compiles school systems data fo r  d i rec tor ies ,  school calendars, and the S t a t e  legis la ture .  
These services a re  provided th rough  the Division Director, 10 Regional Directors (located 
in of f ices  throughout the state),  and 1 Adninistrator assigned t o  work w i t h  the pr incipals '  
organizations. 

i. Division and Office Function What i s  the~function of the Division and the Office in which ;his record series i s  created? 

I t  provides monitoring i n  administrative areas 

.- -~ .- - ~- -__ 
'. Record Series b i p t i o n  This file contains the following documents,(include form numbers and rifles, if any): 

Attach sampler of the file. 
F 

Documentsrelatingto: coordinating information to ,  and a c t i v i t i e s  o f ,  the 10 regional directors  
located throughout the s t a t e .  

lndudedare: 
Educational Services Regional Directors from the Div is i .on Director. 

memoranda, each consecutively numbered and printed on blue paper, t o  the 

. -  
File irarranged: chronologically by calendar year; thereunder numericayly c0nseciti~ve.l~ 

.~___ - - 
HOVJ often are records referredto which are: 

8 2 .  
m n t h l y  Reference Rate 

One to six months old 12 : Seven to twelve months old --; Thirteen to twenty-four months old 

twenty-five months and older x-? .- __~.. 
I. Annual R.te of Awrnulation.6f Records * i -' ~ ~~ ~ 



~ ~~ 

~ NO- 

X 
__ 

x 
x 
x -~ - 

N/A 
x 

- x . '  

' X  
x 

____ - _- 
12. Approved Disposijion Instructions This agencv recommends that the file series be cut off at  the end of each: 

Kl Calendar Year; 0 Fiscal Year; 0 Other ___ then, 

Hold in the current files area rnonthb) 3 yeark); then 
0 Transfer to local holding area; hold --yearis); then 
0 Transfer to State Records Center; hold --.,-year(s); then 
D Destroy. 
0 Transfer to State Archives for permanent retention. 

Other /Specify) 
: 

cefibal Office -copy:. transfer to State .wcu,Tres g& pem?.nent ;retentknn., , t i  .~ do: 
- .  ~ . _  

7 ,  . . * , , . -  . .. . . ~ .  
.~ 

-. . - ' mgiofial office copieg: destroy::, E ~' '..' . .. : 

~ . __=.._ ~._ . ~~~ . . ~~ ~ .- .. . -  .~ - .._- 

~. lO.-&estionnaire iPlace an "X" in the proper column) 

a. Is this the official mpy of the series? _ .  
If not. where i s  it? 

b. Does the series contain confidential information requiring security handling? If yes;r,ite law or regulation. 

c. I s  this a vital record? 
d. Does this series have historical or long term research value? 
e. When one or two documents in the f i le  make it necessary !o keep the entire file for a long period, could these 

f. Is themr_mat_iion mntained in thips.rj,%ever Dublished? If ves.attach ~ D ' L ,  

g. I s  the information contained in this serkdever analyzed and/or recorded in a summarized report? 

k i s  there a duplication of this series in your office, or in anqther office or.agency? 
I f m e r e ?  Each Educational - Services Regional Office 
I$ this serie (ora m 4 i r  oortionof itlreaulariv rn iaofilmed? 
oa the record s%.= r w  I- . I Q k  i D  

! ~~-~ --- 
__ 

- 

documenta&edu !d  semrately? - ' .. 

._If ves. attach CODY. ~. 

I_ 

I. 
. _ '  - 

__. 

These instructions apply to a l l  prior and future accumulations of the series. 

3emmmendations i 

Yf disapproved, attaah lettw 
if explanarion.) 


